CHAPTER 3: AN INTRODUCTION TO THE PBP

DATA ENTRY SCREEN

The Data Entry screen typically consists of the following components:

e Title Bar - Displays the PBP function Data Entry, the Section and Category Number,
the H Number, and the Plan number.

e Menu Bar - Displays the list of functions that can be performed on the Data Entry
window. Each of these functions may contain additional options that can be displayed by
using the mouse or by using the function's shortcut key.

e Data Entry Toolbar - Provides the various Data Entry functions. The functions
available are Return to Management Screen, Return Without Validation, Previous
Tab, Next Tab, Print Screen and Help.

e Tabs/Sub tabs - Displays the names of the screens and associated sub screens. Each tab
can have up to five associated sub tabs. When a tab or sub tab is selected, the Data Entry
window of the selected screen or sub screen will open in the space below. Users can
switch between tabs and sub tabs by using the page up and page down keys, by clicking
on a tab/sub tab, or by clicking on the <PREVIOUS TAB> and <NEXT TAB> toolbar
buttons.

e Data Entry Window - Contains variables that belong to the selected screen or sub
screen. On this screen, data entry can be performed for each variable.

BEGIN DATA ENTRY

Begin data entry by selecting a plan from Step 2: Complete Section A on the PBP 2004
Management Screen and clicking on <Enter Data>. After Section A has been completed, data
entry can then be performed for Sections B, C, and D. Section B consists of 19 separate Service
Categories (B19 will not be available if Plan Type is HMO, HMO/FFS, or HMO/M+C).

Data entry can be exited at any time by clicking on the FILE menu item and selecting the Return
to Management Screen or Return Without Validation option or by clicking on the:

‘! <RETURN TO MANAGEMENT SCREEN> or

Jﬂ <RETURN WITHOUT VALIDATION> toolbar buttons.

To continue data entry, point to the preferred tab or sub tab and click to open that screen, or click
on the
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ﬂﬂ <PREVIOUS TAB> and <NEXT TAB> toolbar buttons,
or press the <PAGE UP> and <PAGE DOWN> keys.

No71E: All sections of the PBP are not applicable for certain plan types:

e ORDI (Office of Research, Development, and Information): ORDI plan types
complete only Section A.

e PPO (Preferred Provider Organization), PPO Alternative Pay Demo, and PPO Demo:
Section C is only available to PPO plan types.

RADIO BUTTONS (PICK ONE)

|z th
o

zervice-zpecific Masimum Enralles Out-of-Pocket Cost?

This variable type includes the options from which only one option can be chosen. Choose an
item by selecting the radio button next to the desired item. To clear variables with radio buttons,
right mouse click anywhere within the variable's frame and select the Clear Variable option.

If an option labeled as "Other, describe," "Sometimes, describe," or "Other, describe in Notes," is
selected, any descriptions should be entered in the appropriate Notes (Optional) field. See the

Notes (Optional) variable for a complete explanation.

CHECK BOXES (PICK ONE OR MORE)

Enrollee must receive Authorization from one or more af the following:

[T Mone

¥ PFrimary Care Physician [Intemist/Family Practice, General Practice)

¥ Orgarization Medical Directar/Utilization M anagement/Utilization Feview
[T Other. describe

This variable type includes options from which one or more items can be chosen. Choose the
item(s) by marking the check box next to the desired item. Note that if the first item on the list is
None, it will clear all the other items.

If an option labeled as "Other, describe," "Sometimes, describe," or "Other, describe in Notes" is

selected, any descriptions should be entered in the appropriate Notes (Optional) field. See the
Notes (Optional) variable for a complete explanation.
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TEXTBOXES

Indicate Minimum Copayment amount for
Medicare Covered Benefits:

[

This variable type can only contain numbers.

MULTIPLE SELECT LIST BOXES

Select all of the Sub-zervice Categaones that descrbe the POS Benefit:

1a: Inpatient Hozpital Services Including Acute -
1b: Inpatient Hozpital Pepchiatnc Services =
20 Skilled Murzing Facility [SHF]

3 Comprehenzive Outpatient A ehabilitation Facility [CORF]

5 Partial Hospitahzation

E: Home Health Services

7a. Primary Care Physician Services

7b: Chiropractic Services —
7oz Ooccupational Therapy Services

7d: Phyzician Specialist Services

Fe: Mental Health Specialty Services - Non-Psaychiatric

7f Podiaty Services

7q: Other Health Care Profeszsional Services

h: Paychiatnic Services

7 Phesical Therapy and Speech-Language Pathology Services

Ba: Dutpatient Clinical/Diagnosticd/ Therapeutic B adinlagical Lab £
ab: Outpatient #-Fays

9a; Dutpatient Hozpital Services ;I

This variable type includes options from which one or more items can be chosen from a list. To
select more than one item when the items are listed consecutively, hold down the <SHIFT> key
and select (highlight) the first desired item from the list and then select the last desired item from
the list. This feature will highlight all the items between and including the first and last items
selected from the list.

To select more than one item from the list when the items are not in consecutive order, hold
down the <CTRL> (Control) key and select (highlight) the desired items from the list. The
<SHIFT> and <CTRL> keys can also be used together when selecting items.

To de-select an item from the list, hold down the <CTRL> key and click on the highlighted item.

PRINT SCREEN

Selecting the Print Screen option from the FILE menu item or clicking on the <PRINT
SCREEN> toolbar button allows the user to print the current screen to the default printer. If the
screen does not print properly (possibly due to the default printer settings) there is another
process available.

There are several steps to follow when capturing a screen in data entry for printing. To copy a
screen, press the <ALT> + <PRINT SCRN> keyboard keys to capture only the active window.
After opening a word processing package such as Word, or a graphics package such as Paint,
paste the screen into the document by pressing the <CTRL> + <V> keys. The screen can also be
copied into a document by using the paste function available in the application being used.
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EXIT A SECTION OR CATEGORY WITH OR WITHOUT VALIDATION

The user has two Exit options available when leaving data entry: Return Without Validation and
Return to Management Screen.

When the user exits without validation, the system will not validate any of the rules that pertain
to that section or category. This feature allows the user to exit data entry quickly. For instance, if
data entry has not been completed for a service category, the user may not want to validate the
rules when exiting. By clicking on the <RETURN WITHOUT VALIDATION> toolbar button or
selecting the Return Without Validation option from the FILE menu item, the validation rules are
bypassed and the user is taken directly to the PBP 2004 Management Screen.

NOTE: Any time a section or service category is exited using the Return Without Validation
feature, that section or service category will be marked as Incomplete. To mark a section or
service category as Completed, the user must use the Return to Management Screen option.

When the user exits data entry using the Return to Management Screen option, the system will
check all of the rules for that section or category. All rules must be satisfied before a section or
service category can be marked as Completed. One such rule is the mandatory rule. All
mandatory variables must contain valid data values. If a mandatory variable is left blank (data
not entered), the user will be warned that this variable is mandatory (e.g., ERROR: Response
required). The section or service category will be marked as Incomplete on the PBP 2004
Management Screen until all mandatory variables have been completed.

In addition to errors, any validation warnings will be displayed. Since these warnings are not
errors (and are merely for informational purposes), they do not have to be resolved before a

section or service category will be marked as Completed on the PBP 2004 Management Screen.

RED/BLUE COLOR SCHEME

Variable titles are displayed on the screen in either red or blue. Red variables are used to develop
the Summary of Benefits sentences for www.medicare.gov; the remainder of the PBP variables
are blue. The user is required to answer both the red and blue questions throughout the PBP in
order to have a successful upload.

MANDATORY/OPTIONAL FIELDS

All variables that are enabled (data entry can be performed) must be completed whether they are
red or blue. The only exception is enabled variables that contain the word Optional in
parentheses. These variables do not require data entry and can be left blank. However, there are
several options that, if selected during data entry, require the user to add text to the Notes
(Optional) variable. By Section these include:

Section A: No, describe, and Yes, describe

Section B: Sometimes, describe, and Other, describe

Section C: Other, describe in Notes

Section D: Other, describe

If any of these options are selected during data entry, the user must also enter text in the

appropriate Notes (Optional) variable. Examples of variables that may contain these options
include Select Periodicity, Select Coverage Basis, and Authorization.
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NOTES

Maotez [Dptional):

[-

[
Irmpart T ext |

The variable type Notes (Optional) accepts up to 4,000 characters in any alphanumeric
combination. The data can be entered directly into the text box or imported from a text file by
using the <IMPORT TEXT> button.

At least one Notes (Optional) field is available for each section and service category; Section C
contains multiple Notes (Optional) fields.

Entering Data in a Notes Field

Answering “Other” or Pick List Item is not applicable to the benefit package. If an MCO
believes that “Other” is applicable for describing a benefit, or the pick list item does not fully
agree with the benefit that is being offered by the plan, then the MCO should use the Notes field
to further describe the benefit. Use of the Notes field is optional. If the MCO believes that the
pick list item is sufficient to describe the benefit, no further explanation is needed.

Formatting Information in the Notes Field. Notes ficlds are limited to 4,000 characters. When
entering information into the Notes field, an MCO MUST format the Note with the following
references: Section — Screen — Question — and then provide the information. This approach will
allow quick review of the information by CMS auditors (ACR) and regional office staff
(marketing reviewers). Here is an example:

Section B Notes Field

Section B — 2-SNF — Screen 1 — Select Enhanced Benefit. We offer custodial services (non-
Medicare-covered services). We call our custodial benefit the Vacation Assistance Program. It
allows a spouse to admit an ailing spouse to a SNF for 3 days.

Importing Text

Importing text into a notes field in the PBP from a document such as Microsoft Word can be
accomplished two ways. The user may select the text from another document, copy, and ten
paste the selected text into the PBP Notes field by pressing the <Ctrl> and <v> keys
simultaneously. Alternatively, the user may save the document to be put into the PBP as a text
file and then use the Import Text button in the PBP to import this text file into the PBP Notes
field.

Transferring Text from a Word Processing Document. In some cases, a user may want to
transfer the contents of a word processing document into a Notes field. There are two techniques

for accomplishing this.

Not1E: The following instructions are applicable for Microsoft Word but the instructions for
other word processing software should be similar.
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Technique #1: The contents of the document can be copied and then pasted into the Notes field.
To do this, highlight the contents of the document and then click on Copy from the Edit menu
group. Then in the PBP software, make sure the cursor is in the Notes field. Now simultaneously
press the <CTRL> and <V> keys on the keyboard.

Technique #2: Save the document as a text file. In order to do this, click on Save As...from the
File menu group and select the “Text Only (*.txt)” file type. Name the document and click on the
Save button. Then in the PBP software, click on the Import Text button on the Notes field. In the
file selection window, navigate to and select the text file saved above and then click on the Open
button.

After the contents of the document have been transferred to the PBP Notes field, verify the text

in the Notes field. Pay special attention to making sure the entire contents were transferred and
not truncated.

VIEWING REPORTS

Data report

The Data Report displays the data that have been entered for a Section(s) or Service
Category(ies).

STEP 1: ACCESS THE REPORTS FUNCTION

From the PBP 2004 Management Screen, access the Reports function from the
ACTIONS menu and select Data Report from the Reports drop-down menu or click on

in the toolbar.
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== pBp 2004 Data Report I ] 1

File Help

m 7

—5Step 1: Select an H Number
|H1111 - SUNRISE HEALTH MANAGEMENT S5YSTEMS j

—Step 2: Select Plan(z]

Plan D Plan Marme Status 1=
am Sunrize Plan A Completed
no:2 Sunrize Plan Plus A, Completed
—5Step 3: Select Sechion(s] —Step 4: Select Sechion B Categones [if applicable]
: : 01: Inpatient Hozpital Services
[~ Section & [T Include Section & Hates R Sot Mot Facie R
. . 03 Comprehensive Outpatient Rehabilitations Facility [CORF)
[+ Section B [T Include Section B Motes 04 Emergency Care/Urgent Care
. . 05: Partial Hozpitalization
[~ Section C [T Include Section C Hotes 0F Haome Health Services LI
[~ Section D [ Include Section D Naotes Select all De-select all |

—5Step 5: Select an Option to Produce Report

To Screen ToFile To Printer

STEP 2: SELECT AN H NUMBER

On the Data Report screen, select an H Number by clicking to highlight.

STEP 3: SELECT PLAN(S), SECTIONS AND SERVICE CATEGORIES

Select one or more plans (click to highlight) to include in the report. Select at least one
Section to be included in the report (NoTE: If Section B is selected, one or more service
category(s) must also be selected). Including Section Notes is optional.

NOTE: It is not advisable to select all of the plans, sections, or service categories at once
because of the amount of time it takes to produce the reports.

STEP 4: SELECT OUTPUT OPTION

Select an output option: 7o Screen, To File, or To Printer. When producing a report, only
the variables that contain data will be displayed.

Produce Report To Screen: PBP will generate the report and display it on the screen.
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% PBP 2004 - Data Report o] x|

cl Zoom [100% -]
PLAN BENEFIT PACKAGE (PEF) DATA ENTRY SYSTEM
DATA REPORT
DATA REPORT FOR H NUMBER
HIILI PLANOOT
Ilodule: FBEP
Reruested By php
PLAN SYSTEM INFORMATION
Last entry Date: 2802003
Diata entry Time: 020032
Software Version: 200401
Dictiomary Version: /2202008 b
PLAN STATUY
Section & Flan Complefed
Section Bl Completed
Section B2 Completed
Section B3 Completed
Section B4 Commpleted
Section B3 Completed
Section Bé Completed
Section BY Completed -
Fages: Hl{l'l M| 4 | _PIJ

While the Data Report is displayed, the user can Print or Export by clicking on the
toolbar buttons. Selecting the Print option will send a copy of the report to the printer.
Selecting the Export option will save a copy of the report in a format type of the
user’s choice from the list of available options.

Exit the report by clicking <X> in the upper right corner.
Produce Report to File: PBP will generate the report and save it as a file.

PBP generates the report and confirms with the message “Data Report(s) has been saved to
the following file(s) on C:\Directory Name\H1111001.TXT”. The report will not be
displayed on the screen.

When producing a report to file, the report is saved in ASCII format. The ASCII format
does not include page breaks, lines, fonts, etc. The data report is saved without any
formatting.

Produce Report to Printer: PBP will generate the report and send it to the printer. The
report will not be displayed on the screen.
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Summary of Benefits Report

The Summary of Benefits Report will produce the English sentences generated by the variables
that are displayed in red on the data entry screens. These sentences are produced for review by
the plan prior to submission of the ACRP package to HPMS and will be displayed on
www.medicare.gov.

STEP 1: SELECT AN H NUMBER AND PLAN

Select an H Number and Plan from the PBP 2004 Management Screen before accessing
the Reports function.

STEP 2: ACCESS THE REPORTS FUNCTION

Select Summary of Benefits Report from the Reports drop-down menu or click on the
toolbar button to access the Summary of Benefits Category Selection screen.

= 2004 summary of Benefits - Cak |

]

— Select SB Category(=]:

Introduchon Y
1 - Premiurm and Other Important Information

2 - Doctor and Hospital Choice

3 - Inpatient Hospital Care

4 - Inpatient Mental Health Care

5 - Skilled Mursing Facility
E
7
g

- Home Health Care
- Hospice
- Doctor Office Visits
9 - Chiropractic Services
10 - Podiatre Services
11 - Dutpatient Mental Health Care
12 - Outpatient Substance Abusze Care
13 - Dutpatient Services
14 - Ambulance Services

15 - Emergency Care LI
Select Al |
ak | Cancel |

Select one or more categories from the list and click on <OK>. To produce a Summary of
Benefits Report that includes all categories, click on <Select All> and click on <OK>.

STEP 3: VIEW INTRODUCTION TO SUMMARY OF BENEFITS

To view the Introduction to Summary of Benefits Report, select <Introduction> from the
Summary of Benefits Category Selection screen.

= Summary of Benefits Viewing Options

Summary of Benefits Viewing Options:

| ntroduction Sumnmary ol Benefits Cloze

Click on <Introduction> on the Summary of Benefits Viewing Options screen.
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EL-RI=TE]

g@" Zoom [100% |

[

Introduction to the Summary of Benefits for
Sunrise Plan
January 1, 2004 - December 31, 2004
Sunrise Health Management Systems

Thank you for your imterest in Sunrise Plan. Our plan is offered by Sunrise Health Management Systers, a
Iledicare-+Choice Provider Sponsored Organization (PS0). This Surarnary of Benefits tells wou sore features of our
plan. It doesn't list everyr service that we coner or list every Limitation or exclusion. To get a coraplete list of our
benefits, please call Sunrise Health Marageraent Systerns and ask for the "Evidence of Coverage”.

YOU HAVE CHOICES IN YOUR HEALTH CARE

Az a Medicare beneficiary, wou can chooze from different Medicars options. One option is the Original
(fee-for-service) Iedicare Plan. Another option is a Iedicars health plar, like Sunrise Plan. You may have other
options too. Yo make the choice. Mo matter what you decids, you are still in the Medicare prograrm.

HOW CAN I COMPARE MY OPTIONS?

¥on can corpare Surnrise Plan and the Original hedicare Flan using this Swreanary of Benefits. The charts in this —
booklet list sorue raportant health benefits. For each benefit, wou can see what our plan covers and what the Original
Ivledicare Plan covers.

Chnar werebers recetve all of the benefits that the Oniginal Medicare Plan offers. We aleo offer additional benefits,
which ray change fromm year to year.

WHERE IS SUNRISE PLAN AVAILABLE?
The sexvice area for this plan includes: Test County County, TE. You rmst Ive in one of these places to join the plan.

CAN I CHOOSE MY DOCTORS?
Sunrise Health Maragement Systerns has formed a network of doctors, specialists, and hospitals. You can only use

doctors who are part of our network. The health providers in our network can change at any time. You can ask fora
current Provider Directory for an up-to-date list. Oy rreber is listed at the end of this introduetion.

Pages: M|4 P < | _'I_I

While the Introduction to the Summary of Benefits Report is displayed, the user can Print or
Export by clicking on the toolbar buttons. Selecting the Print option will send a copy of the
report to the printer. Selecting the Export option will save a copy of the report in a format type of
the user’s choice from the list of available options.

Exit the report by clicking <X> in the upper right corner.

STEP 4: VIEW SUMMARY OF BENEFITS REPORT

= Summary of Benefitz Yiewing Options

Summary of Benefits Yiewing Options:

| ntroduction Summary of Benefitz Cloze

Click on <Summary of Benefits> to view the SB Report.
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N. PEP 2004 - Summary of Benefits Al - [Of x|

g?l Zoom [100% -]

[

SUMMARY OF BENEFITS
FOR H NUMBER H1111, PLAN 001

Ifyon harve ary questions ahout this plan's benefits or costs, please contact Suraie Health IManazeraent Syetems at
(3013-222-5555 (for current members) and (3013-223-5555 {for prospectie members).

Benefit Category Original Medicare Sunrise Plan
IMPORTANT INFORWIATION

1 - Prervdurn and Other Important Vo pay the Medicare Part B Yo alzo continue to pay the Medicare
Inforraation prerduw of $52.70 each month, Part B pretiura of $52.70 each month.
(This is the 2003 armount and ray  (This 1s the 2003 anount and may
change Janmary 1, 2004.) change Janmary 1, 2004.)
Please note that Sunrise Health
Ivlanageraent Systerns is reducing ywour
raonthly Mledicare Part B preriur by -
up to $32.00. {This may be a rounded
rureber.) Please contact Sunrise
Health Management Systets for
details.

{13 Each wear, wou pay a total of one $100 dedustivle.

(2) If a doctor or supplier chooses not to accept assighraent, their costs are often higher, which means yon may pay more.
(3) A benefit period begins the day you go to a hospital or skilled rursing facility. The benefit period ends when son have
not recefved hospital or skilled mursing care for 60 days ina row. If wou go into the hospital after one benefit period has
etided, 4 new berefit period begine, ¥ou rust pay the inpatient hospital deductible for each benefit period. There iz no
lirwit to the wrber of benefit periods son can have.

(4 Lifetirne reserve days can only be used once.

Pages: H|1I1 )IHl ﬂ | >|

While the Summary of Benefits Report is displayed, the user can Print or Export by clicking on
the toolbar buttons. Selecting the Print option will send a copy of the report to the printer.
Selecting the Export option will save a copy of the report in a format type of the user’s choice
from the list of available options. (No1E: If the HTML type is selected, the user should use the
Convert SB HTML into Delimited option from the ACTIONS/Reports menu on the PBP 2004
Management Screen to reformat the file prior to opening in Word.)

Exit the report by clicking <X> in the upper right corner.

CONVERT THE SB HTML INTO A DELIMITED FILE

After creating a Summary of Benefits (SB) HTML file, this function can be used to convert the
file into a delimited file. The delimited file simplifies the task of converting the SB report into a
professional format. To create the SB HTML file, follow the instructions under the View Reports
section for creating the SB report and exporting to a file in HTML format.

Complete the following steps to convert the SB HTML into a delimited file:

Step 1: From the ACTIONS/Reports menu select the Convert SB HTML into
Delimited option, or access by clicking on the Reports toolbar button.
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Step 2: Enter the name of the HTML file in the space provided. Be sure to specify the
full path and filename (e.g., C:\PROGRAM FILES\PBP2004\9999001.HTM).
Alternatively, use the browse button to locate.

Step 3: Click on <Convert>.

Step 4: PBP will prompt when the conversion has been completed and provide the new
filename. Please note the newly converted filename will now have an extension

of csv.

Once the delimited file has been created, it can easily be opened in Microsoft Word and
converted into a table format by completing the following steps:

Step 1: Open the new file using Microsoft Word.
Step 2: If prompted what type to “Convert File From:”, select the “Text Only” option.

Step 3: Highlight all of the text, except for the title at the top and the footnotes at the
bottom.

Step 4: From the Table menu on the toolbar, choose the Convert Text to Table... option.

Step 5: Under the “Separate text at” section, select the option “Other:”. Then enter the
exclamation mark “!”” in the available box.

Step 6: Under the “Table size” section, make sure “3” is entered for the number of
columns. Click on <OK>.

Step 7: Finish the document by making all other necessary formatting changes.
Note: This function and the instructions above are only intended for use with the Summary of

Benefits section of the SB Report. They are not intended for the Introduction section of the SB
Report or for the Data Report.

UPDATE PLAN INFORMATION IN HPMS

The Update function is a process by which contract and plan information are updated on the
HPMS and downloaded to the client. Before starting this process, be sure that the connection to
MDCN has been established.

No1E: Users who do not have MDCN access on the PC where PBP is running should do the
following to update their plan information:

1) Exit PBP;

2) On the ACR/PBP 2004 Start Page on HPMS, use the “Download Plan-Specific
Information” function to download a plan update file to your PBP application directory;
and

3) Run PBP and the software should automatically discover the plan update file and update
the PBP plan information.
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STEP 1: SET INTERNET EXPLORER AS DEFAULT BROWSER
Before beginning the Update function, a user must have the computer's default browser set to
Internet Explorer. The instructions for setting Internet Explorer as the default browser are as
follows:

¢ Run Internet Explorer

e Under the TOOLS menu item, select Internet Options

e On the Programs tab, make sure the following option is checked: Internet Explorer should

check to see whether it is the default browser

e C(Close Internet Explorer

e Run Internet Explorer again

e  When prompted whether to make Internet Explorer the default browser, select <YES>

e Close Internet Explorer

STEP 2: UPDATE PLAN INFORMATION IN HPMS
Start the update process by selecting the Update option from the ACTIONS menu item or by

clicking on ﬂt in the toolbar on the PBP 2004 Management Screen.

== PBP 2004 Plan Information Update o ]

7

—5tep 1: Update Plan Information

Click. here to launch Internet Click here to cancel update and
brawzer and perfarm plan OR HOT launch [nternet Browser.

infarmation update.
Cancel |

—5Step Z: Download Completed

Once the download iz completed, Once the download iz completed,
click here to complete the update. OR click here to cancel update. vour
'our local databaszes will be lozal databazes will MOT match
updated to match the information thie information zpecified on the
zpecified an the Intermet. |nternet,

[Ipdate | Canzel |

The Plan Information Update screen consists of two steps, Step 1: Update Plan Information
and Step 2: Download Completed. To update plan information, click on the Step 1: Update
Plan Information <UPDATE> button. To cancel the update and return to the PBP 2004
Management Screen, click on the <CANCEL> button in Step 1.

Clicking on the <UPDATE> button will launch the browser and point it to the HPMS Web Site.
After logging in and completing all changes, click on the <DOWNLOAD> button (on the HPMS
Web Site). A zip file, UPDATPBP2004.ZIP, is created and contains a new
PBPPLANS2004.MDB database. Save this file to the directory where the PBP software is
located, and then exit the browser.
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The PBP software will be disabled until after the browser has been closed.

STEP 3: UPDATE PLAN INFORMATION ON YOUR COMPUTER

After exiting the browser and returning to the PBP 2004 Plan Information Update screen, Step
1 of the update process will be completed (i.e., the updated information has been downloaded)
and disabled. Step 2: Download Completed, will then be enabled. To continue the update
process, click on the Step 2: Download Completed <UPDATE> button or <CANCEL> to exit.

== PBP 2004 Plan Information Update o =] [

7

—Step 1: Update Plan Information

Click here ta launch [ntermet Click here ta cancel update and
browzer and perform plan OR HOT launch Internet browser.
information update.

pdate | Cancel |

—5Step 2: Download Completed

Onice the download iz completed, Once the download iz completed,
click here to complete the update. OR click here to cancel update. Your
our local databases will be lozal databases will HOT match
updated ta match the information the information specified on the
zpecified an the [nternet. |Rternet.

|lpdate |

Although the user has the capability to cancel the update process after Step 1 of the update
process has been completed, it is not recommended. If the user does choose to cancel the update,
it will result in the local information being inconsistent with the central information on HPMS. If
this option is chosen, the user should contact their Plan Manager or the Help Desk.

VIEW/RESET OPEN PLANS

View open plans

From the PBP 2004 Management Screen, access the System Status function from the
ACTIONS menu or click on the toolbar button. The System Status screen provides three
different selection options available from the drop-down menu: Incomplete Plans, Logged in
Users, and Open Plans.
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== PBP 2004 System Status -10] x|

File Help

m 7]

H1111 002 john Select Option

Dpen Plans

Reszet |

Clicking on the Open Plans option will display a list of plans that are currently open for data
entry. This feature is especially useful when the PBP software is being used in a network
environment. The Super User can easily view the plans that are currently open for data entry.

Reset open status

This feature allows a Super User to reset a plan’s open status. When using PBP in a network
environment, only one user can access a plan at a time. Users can see whether a plan is in use by
an asterisk (*) in the Open field for each plan on the PBP 2004 Management Screen. A plan is
considered open while data entry is being performed. The open status is normally reset (the *
disappears from the Open field) when a plan is exited during data entry. The * is to show other
users on the network what plans are currently being accessed.

Step 2: Complete Section A

Plar 1D I Plarn M ame | Azzigned | zer I Open I Statuz |;
oo Sunnize Plan pbp A Completed

ooz Sunnize Plan Plus johin & Completed

The Reset Open Status function is especially useful when abnormal termination of PBP (e.g.,
power failure, system lockup) occurs. When PBP is restarted, a user cannot access any plans that
were marked as open. A Super User must reset these plans before data entry can continue.

STEP 1: SELECT SYSTEM STATUS/OPEN PLAN(S) MENU OPTION

From the PBP 2004 Management Screen, select the System Status option from the ACTIONS
menu or click on the <System Status> toolbar button.

On the System Status screen, click on the Open Plans option from the Select Option drop-down
menu to display a list of open plans.

Do not assume that all open plans need to be reset. For instance, if a plan(s) was sent to a remote
data entry person using the Export function, the exported plan(s) would appear on the list of
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open plans and an asterisk (*) would appear under the Open status on the PBP 2004 Management
Screen.

STEP 2: RESET OPEN PLANS

Select a plan from the list on the left that needs to be reset and click on <RESET>. This will
clear the Open field and reset the currently selected plan. If there is more than one plan that
needs to be reset, highlight the next plan and repeat the process until all of the desired plans have
been reset.

VIEW/RESET LOGGED IN USERS FUNCTION

View logged in users

From the PBP 2004 Management Screen, access the System Status function from the
ACTIONS menu. The System Status screen provides three different selection options available
from the drop-down menu: Incomplete Plans, Logged in Users, and Open Plans.

==PBP 2004 System Status =0 x|

File Help

v

Select Option

Logged |n Ul zers

Rezet |

Clicking on the Logged In Users option will display the name of the currently logged in user. If
PBP is being used in a network environment, a list of all logged in users will be displayed.

Reset logged in users status

This feature allows a Super User to reset a user's logged in status. The Reset Logged In Users
Status function is especially useful when abnormal termination of PBP (e.g., power failure,
system lockup) occurs. When PBP is restarted, a data entry user will not be able to log back into
the system. A Super User must reset these User IDs before data entry can continue.

STEP 1: SELECT SYSTEM STATUS/LOGGED IN USERS MENU OPTION

From the PBP 2004 Management Screen, select the System Status option from the ACTIONS
menu or click on the <System Status> toolbar button.

The System Status screen provides three different selection options available from the drop-

down menu: Incomplete Plans, Logged in Users, and Open Plans. Select the Logged In Users
option.
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STEP 2: RESET A USER’S LOGGED IN STATUS

Select a User ID that needs to be reset and click on <RESET>. This will reset the currently
selected user. If there is more than one user that needs to be reset, highlight the next User ID and
repeat the process until all of the desired users have been reset.

VIEW MY SYSTEM INFORMATION

PBP system file information is available from the Help Menu. To access, click on the HELP
menu and select the About option.

I

File Help
u 7
—HPMS Link: System Statistics:
Current Time: 09:55:54
LhS ACRP 2004 Start Page Curnulative Time:  00:00:13
Current User: pbp
— Swztem File Information:
FBF Yersion |D: 2004.01 Dictionary O ake; 04,/22/2003 SB DLL Yersion: SEMTZ2004.01
FBF Yersion Date:  06/03/2003 FEBF Flans Date:  05/070/2003 SB MDE Wersion: SEMTZ2004.01
Application path; CAMDONSOURCESPERPZ004Y
Data path: CAMDONSOURCESPERZ2004%

— OME Clearance

According to the Papenvork, Reduction Act of 1935, no one haz to rezpond to a collection of information unless it displayz a
walid OMB contral number. The valid OMB control number for this information collection iz 0938-0763. The time required to
complete thiz information collection is estimated to average 3 hours per responge, including the ime to review instructions,
zearch existing data rezources, gather the data needed, and complete and review the information collection. 1f you have any
comments cohcerning the accuracy of the time estimate(s), or suggestions for improving this form, please wiite ko CMS, 7500
Security Boulevard, M2-14-26, Baltimore, Mayland 21244-1850 or to the Office of Information and Regulatony Affairs, Office of
Management and Budget, Washington, D.C. 20503

The PBP 2004 About screen displays various system file information (i.e., Version ID Number,
Version Date, Application Path of where PBP is installed, etc.) along with OMB Clearance
information.

VIEW THE HISTORY OF ACTIVITY FOR A PLAN

STEP 1: SELECT ACTIONS/SHOW HISTORY MENU OPTION
The Show History function provides the Super User with the capability to view, print, or clear
the history associated with a given plan. On the PBP 2004 Management Screen, select a plan to

. . . . L.
view and select the Show History option from the ACTIONS menu, or click on in the
toolbar.
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STEP 2: VIEW THE PLAN HISTORY DISPLAY SCREEN

== PBP 2004 Plan History x|

K

H Humber: H1111 -
Plan ID: 0M
Mar 11, 2003 1:48 PM

Section A

pbp performed data entry an Mar 10, 2003 7:47 Ak
pbp performed data entry on Mar 3, 2003 210 P
pbp performed data entry on Mar 5, 2003 2:08 P

Section B-01

pbp performed data entry on Mar 11, 2003 918 Ak
pbp performed data entry on Mar 17, 2003 316 Ak
pbp performed data entry on Mar 10, 2003 548 Ak

Section B-02
pbp performed data entry on Mar 10, 2003 8:48 Ak

Section B-03
pbp performed data entry on Mar 10, 2003 8:50 Ak

Section B-04
pbp performed data entry an Mar 10, 2003 8:50 Ak

Section B-05
r:bp performed data entrp on Mar 10, 2003 8:52 AM

jhd
Chrnkbiae D OC

Clear Higtomy | Erint | Cloze |

The H Number, Plan ID, and Date/Time the report was created are displayed in the heading of
the PBP 2004 Plan History screen for the plan selected on the PBP 2004 Management Screen.
Each section of the plan’s history is displayed separately: Data Entry, Complete Copy, Partial
Copy, Export(s), Import(s), SB Verification(s), and Upload(s).

There are three options available on the PBP Plan History screen: <Clear History>, <Print>,
and <Close>. The Clear History option will clear the history currently displayed on the Plan
History screen. Only the Super User has the authority to clear the history displayed on the Plan
History Screen.

The Print option will send a copy of the report to the printer.

Click on the <Close> option to return to the PBP 2004 Management Screen.

VIEW THE STATUS OF MY DATA ENTRY

From the PBP 2004 Management Screen, access the System Status function from the
ACTIONS menu or by clicking on in the toolbar. The System Status screen provides three

different selection options available from the drop-down menu: Incomplete Plans, Logged in
Users, and Open Plans.
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== PBP 2004 System Status o ]

File Help

u 7
[N .| Select Option
H1111 003 B2 e e

H1111 003 B3
H1111 003 B4
H1111 003 BS
H1111 003 EE
H1111 003 EY
H1111 003 B3
H1111 003 B3
H1111 003 B10
H1111 003 B11
H1111 003 B2
H1111 003 B13
H1111 003 B14

H1111 003 C
H1111 003 D | Fieset |

Clicking on the Incomplete Plans option will display a list, of all sections by plan, that is
incomplete.

Cory PLAN

The Copy Plan function gives the Super User the ability to copy the existing data from one plan
to another using four different methods: Complete Copy, Sections A, B, and C only, Partial B
Copy, or Section C Copy.

To access the Copy Plan function, click on the ACTIONS menu item and select the Copy Plan

option or click on %I- in the toolbar to display the PBP 2004 Copy Plan screen.

= pBP 2004 Copy Plan N ] 3
File Help

m 7

—Step 1: Select Plans to Copy FROM and TO

H1111 001 A Completed
H1111 002 New

H1111 001 A Completed

—Step 2: Select Copy Type
* Complete Copy (includes Sections A, B, C, D and Optional Supplemental Benefits]
" Sections &, B, and C only [excludes Section D and Optional Supplemental Benefits]

" Partial B Copy

01: Inpatient Hospital Services -
02: Skilled Murzsing Faciliy [SHF)

03 Comprehenzive Outpatient Rehabilitation Facility [CORF]

04: Emergency Care/Urgent Care

05: Partial Hozpitalization

06: Home Health

07: Health Care Professional Services

08: Outpatient Clinical/Diagnostic/Therapeutic B adiclogical Lab Services LI

" Section C Copy

—5Step 3: Click to Copy

Go Copy |
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To make a complete copy of the data from one Plan to another Plan, in Step 1 the user can
highlight the plans to copy from and to in the Select Plans to Copy FROM and TO section. Note
that more than one plan can be selected for Copy To. Once the copy FROM and TO plans have
been selected, Steps 2 and 3 will be enabled. There are four choices in Step 2, Complete Copy,
Sections A, B, and C only copy, Partial B Copy, and Section C Copy. The default option is to
make a Complete Copy of the FROM plan to the TO plan. If this is the desired option, click on
the <Go Copy> button in Step 3.

To copy Sections A, B, and C only, select this option and click on <Go Copy>.

To only copy one or more Service Categories in Section B from one plan to another plan
(sections A, C, and D will not be included), in Step 2, click on the <Partial B Copy> radio button
to enable the list of Service Categories from which to choose. To select more than one Service
Category when the categories are listed consecutively, hold down the <SHIFT> key and select
(highlight) the first desired item from the list and then select the last desired item from the list.

This feature will highlight all the items between and including the first and last items selected
from the list. To select more than one Service Category from the list when the categories are not
in consecutive order, hold down the <CTRL> (Control) key and select (highlight) the desired
items from the list. The <SHIFT> and <CTRL> keys can also be used together when selecting
categories.

After a selection(s) has been made, the Copy function in Step 3 will be enabled. Click on the
<Go Copy> button to complete the copy process.
To copy only Section C, select the Section C Copy option and click on <Go Copy>.

No71E: The data copied from one plan to another plan replaces all of the data previously entered
in the designated section or service category of the target plan.

To exit the PBP Copy Plan screen, click on the arrow <RETURN TO MANAGEMENT
SCREEN> toolbar button or select the Return to Management Screen option from the FILE
menu item.

EXIT PBP

From the PBP 2004 Management Screen, the user may exit the PBP software by clicking on

ﬂ in the toolbar or by selecting the FILE menu item and clicking on the Exit option.
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